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very decade has its defining self-

help business book. In the 1940s

it was How to Win Friends and
Influence People, in the 1990s The Seven
Habits of Highly. Successful People. These
days we’re worried about something much
simpler: Getting Things Done.

Having logged thousands of hours
working with individual executives and
senior professionals, David has developed
a revolutionary, unique and highly practical
system for improving personal and
organizational(Z1%! _F 1) productivity. In

the last twenty years he has developed and

implemented productivity improvement
programs for over a million professionals
in hundreds of organizations worldwide,
including many Fortune 500 corporations
and U.S. Government agencies(#Lf4).
He delivers public and in-house seminars,
executive workflow coaching, and consulting
programs that address interactive and
organizational productivity and alignment
issues.

He is the author of three books—
the international best-selling book,
Getting Things Done: the Art of Stress-
Free Productivity (Viking; 2001), Ready
for Anything: 52 Productivity Principles
for Getting Things Done (Viking; 2003)
and—released in December, 2008—
Making It All Work: Winning at the Game
of Work and the Business of Life. He has



published numerous essays and articles in
professional journals and periodicals(}]
Fi]) on the topic of personal effectiveness.
More than 150 of his original essays have
been featured in his e-newsletter, “David
Allen’s Productivity Principles” with a
global readership of more than 120,000
people. He is a popular keynote speaker(F
B E#) on the topics of time and
stress management, individual and team
productivity, and high performance work

practices.

[ DAVID ALLEN

J\.'sll\m\ I
A\l Work

Allen hasn’t just sold 500,000 copies
of his book. He has preached his message of
focus, discipline and creativity everywhere
from Sony and Novartis to the World
Bank and the U.S. Air Force. He counsels
swamped chief executives(F4%) on coping
with information overload. He ministers to
some clients with an intensive, two-day,
$6,000 private session in which he and
his team organize their lives from top to

bottom. And he has won the devotion of

acolytes who document on their blogs how
his Getting Things Done (GTD) program

has changed their lives.
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ew companies have embraced

Allen’s philosophy(JLfi#) as

thoroughly as General Mills,
the Minnesota-based maker of Cheerios
and Lucky Charms. Allen began at the
company with a couple of private coaching
sessions for top executives, who raved
about his guidance(f§ ). Allen and his
staff now hold six to eight two-day training
sessions a year. The company has already
put more than 2,000 employees through
GTD training and plans to expand it
company-wide. “Fads come and go,” says
General Mills exec Kevin Wilde, “but this
continues to work.”

“Whether you are a CEO, a student,
or a stay-at-home worker, we will give you
the keys to focus your energies without
letting things fall through the cracks. We
will show you how to create environments
and best practices for work and home

to avoid bum-out and keep you relaxed,
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refreshed, focused and productive.” Allen’s

company promises.
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llen admits that much of
his basic recipe is common

sense. While the instructions

in Getting Things Done are baroque(i
S BEFK ), the underlying ideas can be
summarized in an axiom (J&¥!) and three
rules:

The Axiom

Humans have a problem with stuff.
Allen defines stuff as anything we want or
need to do. A tax form has the same status
as a marriage proposal; a book to write
is no different than a grocery list. It’s all
stuff.

The Rules

1. Collect and describe all the stuff.

Everything must be inventoried
without distinction(X %l]) or prejudice.
Errands, emails, a problem with a friend:
It all must be noted for processing. Small
objects, such as an invitation or a receipt,
go into a pile. Everything else can be
represented with a few words on a piece of

e

paper (“find keys”, “change jobs™). Once
the stuff is collected, processing begins.
Anything that requires two minutes or
less is handled on the spot (37 E). The
remainder is governed by the second rule.

2. All stuff must be handled in a
precise way.

Allen offers dozens of clever tricks
for classifying, labeling, and retrieving
stuff. Expert users of GTD never leave old
emails cluttering (ff{& L) their inbox, for

instance. Nor do they have to rifle through



a bunch of paper to see if there’s anything
crucial they’ve left undone. Emails to be
answered are in a separate folder from
emails that merely have to be read; there’s
a file for every colleague and friend; stuff
that must be done has been identified and
placed on one of several kinds of to-do
lists. Allen calls his to-do lists next-action
lists, which are subject to the third rule.

3. Items on next-action lists should
be described as concretely as possible.

Breaking down stuff into physical
actions, Allen says, is the key to getting
things done.

At his seminar, Allen asks the
audience to try to capture all their stuff
by writing a list, and at the end of a few
minutes he tells us to look at the list and
think about the way it makes us feel. He
guesses that our feelings include a mixture
of grief(ffi.{>).and relief. The relief, he
suggests, comes from the simple fact
of making the list. But where does the
grief come from? “These items represent
agreements you haven’t kept with
yourself,” Allen says. “What happens when
you break an agreement with yourself is
that your self-esteem plummets(f#&{f%).”

He realizes that his system can be
difficult and that he’s often accused of

going overboard with elaborate schemes.

He responds with a shrug. “Look, the
workings of an automatic transmission
are more complicated than a manual
transmission,” he says. “To simplify
a complex event, you need a complex
system.”

When e-mails, phone calls and to-do
lists are truly under control, Allen says,
the real change begins. You will finally be
able to use your mind to dream up great
ideas and enjoy your life rather than just
occupy it with all the things you’ve got to
do. Allen himself, despite running a $5.5
million consulting practice, traveling 200
days a year and juggling (ZL#) a business
that’s growing 40% every year, finds time
to joyride in his Mini Cooper and sculpt
bonsai plants. Oh, and he has earned his

black belt in karate.

GettingThings

The Art of
Stress-Free
Productivity

NATIONAL
BESTSELLER

David Allen

* The personal productivity gung.”|
- Fast Comgany
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The most powerful techniques and principles are usually the
most basic—applied. But there is an art to implementation and
application, and that is our frontier.
—David Allen
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Decide the outcome and the action step, put reminders of those

somewhere your brain trusts you'll see them at the right time,

and listen to your brain breathe easier. —David Allen
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| succeeded because | willed it; | never hesitated.
—Napoleon
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Only those who have the patience to do simple things perfectly
ever acquire the skill to do difficult things easily.

—Friedrich Schiller
A A O B 58 R B TAERIN, A GBS ER T 5 2% b 5¢ B R X fY)
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Do business, but be not a slave to it.
S, EAZME SR,
The shortest way to do many things is to only one thing at a time.
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David Allen (born December 28, 1945) is a productivity(4=* /1) consultant who is
best known as the creator of the Getting Things Done time management method.

He grew up in Shreveport, Louisiana where he acted and won a state championship
in debate. He claims to have had 35 professions before age 35. He began applying his
perspective on productivity with businesses in the 1980s when he was awarded a contract
to design a program for executives and managers at Lockheed.

He is the founder of the David Allen Company, which is focused on productivity,
time management and executive coaching. His Getting Things Done method is part of his
coaching(357ll) efforts. He was also one of the founders of Actioneer, Inc., a company

specializing in productivity tools for the Palm Pilot.
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Still Hope
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an you imagine a person without
legs can dive, drive and compete
in sports arena? John Coutis
is such kind of legless superman. He is
an internationally renowned inspirational
speaker on overcoming handicaps(3%%<)
from Australia. Born with a severe disability
that rendered his legs useless, John defied
medical opinion by refusing to die. Today
John speaks all around the world to tens
of thousands, very enthusiastic and eager
people, whom he leaves breathless.
38 years ago, John was born with
deformed(HJZ i) legs in Australia. The

doctor claimed that he could not survive

the second day, as his legs were not only

deformed but his internal organs were
totally dislocated and his size was no
bigger than a coke bottle. At 16, his legs
had to be removed. At 19 due to the spread
of his cancer cells, doctors believed he
had only one or two years of life. But John
refused to take it and started his struggle
with the cancer.

John’s parents provided him with
a loving home environment. John, his
brothers and sister grew up in Sydney
racing billiards({5 EK), having family feuds
and doing the things that brothers and
sisters do.

Life at school was perhaps one of
John’s greatest challenges. He was treated
to a number of brutal jokes, pranks and
bullying behaviors including being set on

fire, being stabbed(fl]) with compasses,
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having drawing pins scattered on the floor
where he would be placing his hands to
move about.

The cruel treatment that John received
did have an effect on his self-esteem and
he did entertain morbid(J%Z%/¥) thoughts
about an easy way to end his torment;
however, He had been inspired by a friend,
Kenny, whose life was limited by a nearly
total inability to move—anything. Kenny
communicated via a stick and touch pad;
John developed a deep admiration for
Kenny’s perseverance and courage. While
in his teens, John decided to have the
burden of his useless legs removed. John
has never looked back.

Born with a severe disability that
leaves his legs useless; he has survived
through sheer will power. “To me, not
having legs is not a disability. It is a way of
life,” he says in one of his most inspiring
speeches.

He says he does not believe in using
his disability as an excuse “to sit at home,
do nothing”. Neither does he believe in
“dwelling on why life is so unfair to me”.
Nor does he content himself with doing
simple things, he says. “I want to get out
there and do my best in everything I want
with what I have.” He challenges others
to chase their dreams too. “We have all

dreams. We should turn dreams into our

goals.” John has fulfilled one of his dreams
come true when he became the Australian
wheelchair table-tennis champion in 1995.
He also obtained the secondary (-2 [¥])
certificates of cricket and football.

And he is going in for more. He is
training to be selected for the Australian
Paralympic team for the Sydney 2000
games in the power lifting event. John
drives his own car to the gym at the States
Sports Centre. For the past two years he
has been doing weight training, lifting 50
kg and 60 kg. His coach is often surprise
by john’s nimbleness(R ). But John

says: “It’s tough, but it’s got to be done.”
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ohn was invited into the Sydney
2000 Olympic Team Village to
support the Australian Team, and in
2001 the Australian Wallabies called on
John to boost their attitudes for the final
match of the series against the British

Irish Lions, winning the deciding test



